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OFFICE OF PERSONNEL JMORAMDUM HO. It0~l50=5 
SUBJECT g Farms Management 

HESCISSICBEs &o om m e hO«»150~2 (i»7*53), Personnel Office forms 

Hanagenamt ftpogram 

b.,, 0PM H6« 45 “250-2 (71“53) 9 Centralisation of the Storage 
and Msbursesaent of Personnel Forms 
e,> 0PM Ho e 140-150^=3 (75*53), Officials Authorised to Sign 
Reproduction Requisitions for the Personnel Office 


jU GENERAL 

tu This memorandum establishes responsibilities and procedures for 
lEpleiaentaticn of the Agency *s Foras Management Program within the Of Ho® 
of Personae!.. Fossa materials serve as devices for carrying out adminls* 
tretlve activities., gathering and recording information, ensuring control 
over the rowing of actions and adrainistrative data, furnishing a means 
for standardising procedures and processing channels s and ensuring compli- 
mea with applicable legal and regulatory requirements <> The purposes of 
forms management include the following* 

(1) To Insure the need for existing and proposed farm materials | 

(2) To simplify, standardise, arid graphically improve form 
materials through application of modern fom design standards f 

(3) To provide for reproduction, supply and distribution of fora 
materials as efficiently and sooncamically as possible j 

(h) To ©ssmre that procedural instructions required in the 
preparation of fom materials aro dearly expressed and provide for 
efficiency of csperatiosisj 

(5) To reduce the number of form materials to a minimum by con- 
solidating those serving like functions and by eliminating obsolete 
and ineffective fom materials | and 

(6) To provide a central information and control point for fans 
materials „ 
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W The bsrs* ’’forms" includes printed or reproduced documents {includ- 
ing agreements) that contain blank spaces for inserting specific toforaatioas. 
la® term "farm letters” includes letters which are printed, or reproduced 
it* order to furnish information for a large mailing or for repeated mail** 
•jjigpo As used herein, the term "fom materials” includes all numbered and 
tr-tas&ered forms, form letters, instruction sheets, toforsnatiorjal not ices,, 
and guide sheets* which are printed or reproduced* Generally, the term 
ts £cm materials” does not include materials reproduced, by photographic 
methods (photostats, osalid prints, microfilm, autos t&t, etc*) and materials 
of a directive or regulatory nature* 

2 c RESPONSIBILITIES 

«<► Chief's of Staffs and Divisions of the Office of Personnel are 
responsible far ensuring test fom materials developed or used within 
their res pect ive .juriadio t ions sre necessary and properly used* 

hr> ' Baa l ft , has general responsi- 

bility for forms management within the Office- of Personnels He' will 
provide for the development , design, review, coordination and reproduction 
af fom materials to achieve the purposes stated in paragraph 3 a above* 
ifc will also conduct such surveys and maintain such controls and records 
as he determines mm necessary* 

3« DEFEU2EMEHT OF HEW OR REVISED FOB! MATERIAL 


a* The Chiefs of other Staffs and Divisions are 

jointly responsible for continuous review of fom materials used in the 
Of flee of Personnel and for initiating appropriate action to reduce, 
simplify, standardise and Improve such materials* 


b© PAS will maintain a central inventory of all f eras , current and 
obsolete, approved for use within the Office of Personnel* This inventory 
will also include forms containing personnel data used outside the Office 
of Personnel which come to the attention of the PAS» 

Co The heed fer new or revised fom materials will be considered in' 
the development or evaluation of procedures to insure the most effective 
mm of fom materials o 

do Requests for approval of new or revised fom materials will be 
initiated on Fom 30 m ll s Request for “the Approval of F 02 m * prepared in 
duplicate and signed by the Chief of the Staff car Division concerned* A 
legible draft of the proposed ferns material and a copy of a^y applicable 
written procedure will be attached to Fora Ho* 30-11* (When necessary, 
procedural instructions will be developed to accompany the request* ) Any 
additional tofom».ticm which will aid to the coos traction of the final 
design of the fora or provide more explicit data relating to issuance of 
directives and instructions pertaining to use of the proposed form should 
§la© be included* (See Attachment 1 for detailed instructions concerning 
Fom 30-Xlo) 
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.ACOPJDIMTIOH AID APPROVAL OP ® OE HE VISED FORM MATERIAL 

Wto wilfiC Iwview proposed fora material in relation to the 
purposes stated Ik paragraph la above and will collaborate with the 
originating and coordinating elements in making any changes required 
in proposed drafts to accomplish these purposes o If aiy issue cannot 
be resolved in this process, the matter will be referred to the Office 
of _ the Assistant Director for Personnel for decision® 



will #orve m the liaison and contact point between the 
Office of Personnel ash the Management Staff, Office of the Comptroller, 
and the Printing and Reproduction Division, logistics Office, on all 
matters concerning the processing, approval sad reproduction of fora 

materials® 


So REPRODOOTjDOH 


a-, Fora 36*2, Reproduction Requisition, for & new or revised fora 
Jffigpv yaprinffiqfr yf , m exist ing fora will mmsD^ "be" 

*f j rf ISSevSrJ Mien significant program changes 
are involved, Pom 36*2 will require the signature of fee Assistant 
Director for Personnel, his Deputy, or the OP Executive Officer o Fora 
j6«2 for mn-fora material will be signed by the chief of the Staff or 
Division concerned.. However, initial requests for reproduction of over* 
printed forms, j ^jgtrnafclcp nn d #th er such material will require 
prior cl earance fflfjStSt* \See for detailed instructions 

concerning Fora 3&®2«) 

bo lorn 3&--2 for reprin ting previously approved fora material will 
b® accompanied by a mm & iSSba stating any changes in the number of copies 

for a different type of parser, etc© 

^ ^ central job member registry for reproduction 

requisitions in' accor&noe wFcirigenl^HHBBHHBBBIand- will be respond 
sible for transmitting material to the Management Staff or the Printing 
and Reproduction D^lsiqps aa ajp^n pM Ata o> R equisition and attached 
material forwarded’TO*^jSSPrff^SM|n*SS&^ ,c ^fe numbers «aaly will fee dis« 
patched to fee Printing and Reproduction Division imsedlately after registry e 

6, STOCKING OF FORM MATERIALS 

a» Each Staff and Division is responsible for ensuring that necessary 
supplies of fora materials are adequately and securely maintained within 
their organisation® 

bo Supplies of fora materials approved as stock items will be 
obtained through the Building Supply Officer© 

=• 3 « 
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So Supplies of noo«etoek £> 
stral storage room supervised 


aJaed in a 
o'vei^T®' the Chief* 

Divisions and Staffs will not maintain snail materials in m&ma of 
am month® a requirements <> Foma materials stored in the central storage 
rcm may be obtained from the Building Supply Office^durl^^rej 
s^PP^y room hours or, in emergency eases* from 


25X1 A 



Deputy Assistant Director 
for Personnel 


Attachments 
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